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MYTRAVEL TIPS 

Identifying Less Active LOA Lists 

Introduction  

As a Travel Manager, you are encouraged to promote travel in MyTravel.  Here is how you can identify the organizations 

that are using MyTravel and those who are not taking advantage. This Travel Tips and Tricks details steps on how to pull 

a report then manipulate the data to identify organizations requiring attention from Travel Managers to encourage 

more participation in MyTravel.  

Noteworthy Information   

 Travel Managers are responsible for encouraging and managing travel for designated organizations  

 Travel Managers must have access to Request Administrator (also known as Request Processor) in order to pull 

the report  

 DTMO assigns permissions to users in MyTravel – send an email to dodhra.mc-alex.dtmo.mbx.dtmo-

concur@mail.mil requesting access to Process Requests 

Scenario 

I am a Travel Manager in search of a report that will tell me who is versus is not using MyTravel. How can I run a report 

to target the groups needing more participation in the prototype?  
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Pulling the Report  

1. Select Requests in the upper left corner next to SAP Concur, then select Process Requests  

2. Select List Settings and verify you have the options below selected.  

NOTE: The List Settings control the data displayed in columns in Process Requests   
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3. Select Group then select your Employee Group – Level 1, Employee Group – Level 2, and Employee Group – 

Level 3. Then select Ok.  

For example, DTMO select Department of Defense (Employee Group – Level 1), Defense Human Resource 

Activity (Employee Group – Level 2), Defense Travel Management Office (Employee Group – Level 3). 

4. Apply the following filter to your query to ensure you only pull active requests (no cancelled documents). Then 

click Go.  

FILTER: Approval Status Does Not Equal Cancelled  
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5. Once your results return, select Send to Excel at the bottom of your screen.  

6. Save the report then follow the steps below to manipulate the data into a pivot table.  

Appling Pivot Tables to the Report  

1. Open the file you just exported from MyTravel  

2. From the Data menu option select Filter to apply filters to your data  

3. From the Insert menu option select Pivot Table then select Okay  

4. Using the Pivot Table Fields navigation panel on the right hand side, drag and drop LOA Group into the Rows 

Box then drag and Request ID (unique identifier) to the Values Box. 

NOTE: this will provide the count of Requests (unique identifier) per LOA Group.  

5. Next, take action!  

a. If there are LOA Groups who have low number of requests but are avid travelers, they may need more push 
to use MyTravel.  

b. If there are LOA Groups that do not appear in the report (have no active requests), then they have not 
requested travel in MyTravel and require attention.  


